
OFFICE OF THE SECRETARY OF STAT1 APPLICATION FOR RECORDS RETENTION SCHEDULE 
1 

I . '  INSTRUCTIONS: See Publication No. 76-EM-I for instructions on completing this form. Forward signed briginal to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue: Atlanta, Georgia, 30334, 
Attention: Schedulin: 

FOR AGENCY USE ___  
ipplication Date 

~~ 

ipplication Number 

- 
!. Person to Contact 

!ction. 1 

1. Agency Address 
Department of Education 
Office of Vocational Education 
Division of Vocational Instruction 
Trade and Industrial Education Unit 

~ _ _  - - -~ - - Atlanta - -~ , Georgia- - _ 

Working Title 

FOR RECORDS MANAGEMENT USE .~ ~ __ _. .- 
Application Number 

8 \ - 3 2 5 - A  

656-2554 7. 

~ 

Earl Wil liarns State Supervisor 
- _ _ ~ ~ ~  ~~~~ _- ~~~~~~~ ~ ~ 

_ _  
1. Action Requested 

a. Establish Retention Schedule; cord will continue to accumulate. 
b. U Dispose of present accumulation; no further accumulation anticipated. 

.ar I iest Latest 
TRADE AND INDUSTRIAL EDUCATION SCHOOL SYSTEM FILES 

. ___ ~~ 

i. Division and Office Function What i s  the function of the Division and the Office in which this record series is created? 

NO CHANGE 

1. Record Series Description This f i le contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

Documents relating to: - NO CHANGE 

Included are:ADD: Program of Work. 

File i s  arranged: chronologically by fiscal year; thereunder alphabetically by school name. 

-- -. ~ ~ - 
3. Monthly Reference Rate 

9 n e  to six months old 

twenty-five months and older - ~ 

Letter-size drawers ;-Legal-size drawers ; Shelves - i Other (specify) -~ 

How often are records referred to which are: 

; Seven to'twelve months old -; Thirteen to twenty-four months old 
1 

~~ - ~~ _- - - ? 
-A_ - 
9. Annual Rate of Accumulation of Records 

~ ~~ 
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-.-I_ t 
~ . .  

I f  yes, cite law or regulation,. 

e. When one or two documents in the f i le make it necessary to keep the entire file, for a long period, could these 
- .  . .~ 

- ~~ ~~ . ~ 

documents be schedu-aratelv? , .  

f. Is the informaLiQn-cQntained in this series ever Dublished? If yes. a n a c h v . .  - ~- 

g. ls'tke inforrnatibn wntained in this series ever analvzea andlor recorded in a.suminarized report? 

h. Is there a diplication of this series in your office, or in another officeor agency? 
. 

~ , .  ~ 
, .. . 

. ~ . . ~  " .-, . . -~ ~p~ -fie& aJtach CODY. .. . 

I f ~ y e t  whereL -~ - ~ ~~~ 1~~ I ~ i. Is this series b r a  majczywt io~f i r .keguldy micccdn f' ed2-- ~ - 
-~ ~ J A e s  the record series rewlt in a c- e~ o r i n t n v t l  ~ ______._ ~- 
11. Retention Requirements The following requires the series to be kept: 

a. State Law 
- NO CHANGES 

~ years. 1. Audit period -years. 
b. Statute of limitation ' -_ - __ years. e. Administrative need - years. 
c. Federal law years. f. Federal retention instructions -years. 

. . ~. , , ,  .: 

Attach copy or excert of laws or regulations.' Explain administrative need. 

___ p~~ ~ 

,2. Approved Disposition Instructions Thisagency recommends that the f i le series be cut off arthe end of each: 
0 Calendar Year; 0 Fiscal Year; 0 Other I ~~ ~ then, 

, . -  
0 Hold in the current files area --month(s) - 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

- year(s); then 
year(s); then 

yeads); then 

, - NO CHANGES 

These instructions apply to a l l  prior and future accumulations of the series. 

lecommendations in (ara- J 
iraph 12 are approved. 
If disapproved, attach letter 
if explanation.) 

Y 

Attorney GeneraVDesignee 
3-50-71; Rev. 76  



APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing this form. Forward signeb original to 
Department of Archives and History, Records Management Division, 330 Capitol Avende, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. I 

epartment of Education 
Of f i ce  of Vocational Education 
Div is ion  of Vocational I n s t r u c t i o n  
Trade and I n d u s t r i a l  Education 

Date Received Date Completed 4pplication Number 

2. Person to Contact Working Title Telephone Number 
Earl W i l l i a m s  

3-Action Requested 

S t a t e  Supervisor  656-2554 
~ 

- _ _  ~ 

~~ 

*t a. 
b. 
c. 0 Amend A lication No. _ _  Checkone: 0 Change; 0 Supzcede; 0 Void _ _  
Dates of Series 

Establish Retention Schedule, record will continue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. 

5. Records Series Title (followed by title used in office; if different) 
Latest 

1978 

Earliest 

t o  I d a t e  Trade and I n d u s t r i a l  Education School System F i l e s  
3. Division and Office Function What i s  the function of the Division and the Office in which this record series i s  created? 

The Divis ion  of Vocational I n s t r u c t i o n  i s  r e spons ib l e  f o r  developing po l i cy  r e l a t i n g  t o  
voca t iona l  i n s t r u c t i o n  a t  t h e  secondary and postsecondary l e v e l ;  p a r t i c i p a t i n g  i n  t h e  
development of t h e  State  P lan  f o r  Vocational Education; developing voca t iona l  educat ion 
program s t anda rds  r e l a t i n g  t o  i n s t r u c t i o n a l  areas; providing c o n s u l t a t i v e  s e r v i c e s  t o  
l o c a l  school sys t ems  involving a l l  phases of t h e  i n s t r u c t i o n a l  process;  p a r t i c i p a t i n g  on 
eva lua t ion  of l o c a l  school sys t ems '  voca t iona l  programs; reviewing a r c h i t e c t u r a l  p lans  
f o r  l o c a l  school systems'  voac t iona l  f a c i l i t i e s ;  reviewing r eques t  f r a n  l o c a l  systems 
f o r  t h e  purchase of equipment; reviewing voca t iona l  educat ion i n s t r u c t i o n a l  materials; 
reviewing p rese rv ice  and in - se rv ice  t r a i n i n g  programs; and superv is ing  voca t iona l  s tuden t  
o rgan iza t ions  a t  t h e  s t a t e  level.  

7. Record Series Description This file contains the following,documents (include form numbersand titles, if any): 
Attach samples of the file. 

Documents to: monitor ing t h e  a c t i v i t i e s  of t h e  Trade and I n d u s t r i a l  Education program 
a t  t h e  l o c a l  school system l e v e l  i n  Georgia. 

included are: cop ies  of Program Managers Summary computer p r i n t o u t ;  New and Replacanent 
P o s i t i o n s  (DE Form 0 6 2 6 ) ;  Vocational Equipment Inventory; Secondary 
Occupational Sequencing Report; and, r e l a t e d  correspondence. 

isarranged: chronologica l ly  by f i s c a l  year ,  thereunder  a l p h a b e t i c a l l y  by school system 

B. Monthly Reference Rate 

9ne to six months old 

How often are records referred to which are: 

; Seven to twelve months old ; Thirteen to twenty-four months old 

_ _ ~ ~  _____. twenty-five months and older ? 
9. Annual Rafe of Accumulation of Records 

Letter-size drawers ; Legal-size drawers ; Shelves ; Other (specify) 

- 
R-50-71: Rev. 76 (Over) 



. . .  ~ 

i.- 
~ 

10. Questionnaire ( P x e  an "X" in theproper column) 
a. I s  this the official copy of the series? 

If not. where i s  it? 

b. Does the series contain Lnfidential information requiring security handling? If yes, cite law or regulation., 
~- 

, I  

~ ~. . . -~ \ - - . - 
i ,  
! 

c. Is this a vital record? . -  
d. Does this series have historical or lo& term research value? 
e. When one or two documents in the file make it necessary to keep the entire file for a . long period, could these 

documents be scheduled separately? -- ~ 

.- f. IsAhe informati&mLned in this series ever puhlishedllfYes, attach copy. ~ ~ - 

__ If ves. attachapy. - 
9.' Is the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. Is there a duplication of this series in your office, or in another office or agency? 
If yes. where? 

i. Is this ser is loram_aiorpnrtionnfir)~e~Iar lrmicrof i Imed?_- 
-. j _ ~ _ ~ ~ ~ ~ r h t : ~ r e c o r d ~ r i e s  result in ammmter mintout?- ~ 

1. Retention Requirements The following requires the series to be kept: 

a. State Law --~---years. d. Audit period I -.-years. 

c. Federal law _- ~. ~ ~ -~--years. f. Federal retention instructions -years. 
b. Statute of limitation .. years. e. Administrative need -.-.__years. 3 

Attach copy or excert of laws or regulations. Explain administrative need. 

__  _- - - -  

2. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 
0 Calendar Year; WxFiscal Year; 0 Other - ----then, 

@ Hold in the current files area 
0 Transfer to local holding area; hold - . .-year(s); then 
@ Transfer to State Records Center; hold -4 -year(s); then 
Q Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other /Specify) 

month(s) __ 1- year(s); then 

These instructions apply to a l l  prior and future accumulations of the series. 

lecommendations in pa 
lraph 12 are approved. 
If disapproved, attach letter 
if explanation.) 

9-50-71: Rev. 76  


